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. ABSTRACT
? Data regarding current services in hospital
libraries of the metropolitan Detroit area form the nucleus of this
study. The purpose of this study is two-fold: (1) to ascertain what
services are given to users of hospital libraries and (2) to
determine the value of. the inventory as a means for obtaining
information on user-services in hospital libraries. The study reveals
what user services are available in 42 Detroit area biomedical
libraries and which categories of users receive them. It also shows
E how services vary in type and degree. (MF) ;
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INTRODUCT I ON

R T

One of the growing problems in the health care field today is
to provide the needed access to informatinn to @il health professionals.
Medical libraries, especially hospital libraries, are one of the most

K? important channels to this information. |In order to improve access to
1 information, it is necessary to know what services are presently being
A offered. Data regarding current services in hospital libraries of the

i metropolitan Detroit area form the nucleus of this study.

Previous studies of user-services have been done by the Institute
for Advancement of Medical Communication. (1) The first tool developed
was a questionnaire to inventory the user-services offered in academic
medical libraries by means of large-scale surveys. The inventory was found
suitable for use by other types of libraries. A modified questionnaire
was created specifically for use by hospital libraries.

: The purpose of the study was two-fold: (i) to find out just what

1 services are being given to users in hospital libraries in the metropolitan

) Detroit area, and (ii) to test the modified questionnaire to determine the
value of the inventory as a means for obtaining information on user-services

in hospital libraries.

| The information sought included policies on use of documents the

: library owns, securing documents the library does not own, kinds of infor-

i mation services available and the depth of these, citation services, space
allocation, nonprint media available to users through the library, and any
other kinds of services offered.

METHODOLOGY

The study was conducted by using the questionnaire, designed by
the Institute for Advancement of Medical Communication, in personal inter-
views, with 42 medical librarians in the Detroit area. (See Appendix for

g copy of questionnaire and an analysis of it.) It was decided to use the

1 interview technique rather than mailing out the questionnaire, to insure

j uniformity of answers. This method is preferable for obtaining information
1 because people are often more willing to give time for interviews than to

3 ponder over a set of questions received in the mail.

A pilot test of six interviews was made and the results presented
to the Metropclitan Detroit Medical Library Group. The Group agreed to
support the study and participate in the interviews. One month was devoted
to scheduling and conducting the interviews. The core of the interviewees

(1) Richard H. Orr, M.D., et al, ''Development of Methodologic Tools for
Planning and Managing Library Services: |l1l. Standardized Inventories
of Library Services,'" Bulletin of the Medical Library Association,

LVI (January-October, 1968) 380-403.
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i came from the Detioit Group, and others were selected from the Directory
of Biomedical Institutions, Metropolitan Detroit. (2) One criteria for 1
selection was accessibility to the interviewer, but a fair representation
of the metropolitan medical libraries was provided by size and location.
E To give an idea of the representation of medical libraries in this study,
4 Table il was constructed to show a comparison of institutions visited by
3 bed size, to those not included. Two of the libraries included in the ]
study are not in hospitals, so could not be included in the comparison. ]
However, the term "hospital library' was used throughout this paper, and
for simplification, includes the two non-hospital libraries. The inter-
3 views averaged forty-five minutes to an hour in length, depending on the
1 depth of services offered in the library. ]

] ANALYS 1S OF DATA

Characteristics of Libraries Surveyed

1 Data were gathered for each library concerning to whom the li-

3 brarian reports, professional man-hours, clerical man-hours, total man-hours,
J number of subscription journals, number of gift and exchange journals, total
4 number of journal titles, hours of full service per week, service outside
these hours, and the categories of its users. (See Table 1)

Twenty-seven libraries have cnly 40 hours available per week 1
A of ""professional service'. Eight libraries have only six to 25 professional
1 hours. Seven have 80 or more. Eighteen of the libraries have no clerical
help, and only one of these has more than one professional librarian. Ten
libraries have less than 40 clerical hours per week, five have 40, and

3 nine have more than 40. This sometimes includes library aids who are work-
! ing on library science degrees.

In order to deal with the large amount of data, group divisions
had to be made for tabulating purposes. Several methods were considered
and division by size of journal collection seemed the most convenient.
(See Table 111) Libraries receive journals in various ways, and the follcw-
ing table was constructed to illustrate this:

Methods of Receiving Journal Titles

No. of Libraries

1 No. of “Total Titles No. Received No. Received by |
! Titles Received By Subscription Gift & Exchange !
( 0-50 10 12 37
51-105 10 12 L \
106-180 10 7 0 ~
181-500 10 9 l ]

(2) Cruzat, Gwendolyn. ‘'Directory of Biomedicai Institutions, Metropolitan
Detroit,'" Wayne State University, School of Medicine, Library and Bio~-
medical Information Service Center. Report No. 40, September 1967.
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Several of the interviewees indicated that they have been switching from
gift and exchange to subscription as the most convenient method of obtain-
ing journals on a regular basis.

The man-hours and operation hours of the 42 libraries are given
in Table | and have been rearranged to show the types of hours available,
because the number of hours helps determine the depth of service to users.
It is not shown in the table, however, that of the 28 libraries with less
than 40 hours clerical help there are 18 libraries that have no clerical
help.

Hours of Staffed Service
in 42 Libraries

No. of Libraries

o

' ) y
No. of Hours Professional Clerical Total Hours Li-
Per Week Hours Hours Men Hours brary Open
Less than 40 8 28 6 3
Lo-45 26 6 14 28
L45-80 6 3 12 11
81-190 2 L 6 -
200+ - ) L -

Two-thirds of the libraries have staffed service between 40 to 45 hours per
week. Only three have less than 40 hours of service. One of these is never
locked and the other two have keys available. OQutside regular hours, 29
libraries have a policy that a key can be secured, seven are never locked,
and only six are closed. From the interviewees there seems to be less and
less apprcval of leaving the libraries open and unsupervised outside of
regular hours. This is especially true of the larger libraries, and those
with a large number of student users. Employing students as proctors in
evenings and on weekends is one method used to extend library hours.

Twenty=-six librarians report directly to the administrator of the
institution, 12 report to an assistant director and three report to the head
of the Library Committee. Four librarians report to both the Library Committee
and the Director of the institution, depending usually on the nature of the
prablem. Most of the librarians expressed the feeling that they are free to
run their library as they wish.

At one institution a unique example was found of what services of
a ""library" nature can be offered when there is no collection or library
facilities. The only too! available is Index Medicus. The users consist
of a wide variety of professionals in the medical and paramedical fields
and work for the institution but not necessarily within its walls, Since
there is no collection and no library space the questions in the questionnaire
pertaining to documents owned, space allocation, and some information and
verification services, did not apply to this institution. A Xerox machine
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3 is available and the librarian tries to borrow original documents for

. facsimile copying. There are no charges made to the users for borrow-

] ing or copying, and the service is generally unlimited. Verification

s services are offered for journal articles covered by Index Medicus.

i Subject searches are limited to guidance, as the tools are limited. Alert-
: ing services are not offered since there is no collection. The librarian

] does utilize external sources (i.e., other libraries) to answer simple

: fact questions.

- Libraries Service Data

3 The data from the 42 libraries were tabulated and divided into
five groups by size of journal collection. (See Tables 1il and V) Groups
| -1V each contain ten libraries while Group V includes only two libraries,
as discussed above. A relation was found between number of journal titles
received and total number of man-hours assigned for service, and the follow-
ing averages were computed.:

Relation of Number of Journal Titles
to Number of Man=hours

1 Group | | 1 v V

Total No. of
Journal Tities 0-50 51=-105 106-180 181-500 500+

1 Total No. of
Man-hours 38.3 Ly .2 65 125.8 276.5

S RS e

Six user-categories were used in tabulations: all 42 libraries
serve attending physicians and administrative personnel, 39 serve allied
health professions, 27 serve residents and interns, 6 serve residents but
not interns, 10 serve medical and nursing students, and 10 serve Wayne and
other students. There were six additional categories specified in the
interviews but each was identified by oniy one or two libraries. These
included department heads, hospital employees (outside of allied health
1 professions), parents of patients, high school students, general public,

1 and teaching staff (from Wayne).

Analysis of user-service policies

: To facilitate the verbal analysis of the policies of the 42 1li-

E braries, the terms '"most, majority, few!' etc., were often used, rather than
present several figures to give an overall picture. The heading numbers
refer to those used in Table 111.
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Document Services

A. Documents in Collection

56 6.

7 & 8.

11

10.

- 14,

Types of service. Only three libraries do not give their users

a choice of self-or mediated-service in obtaining documents in
the collection. Two of these belong to Group V, and one is in
Group |.

Requests from elsewhere. The 42 libraries are relatively evenly
divided when it comes to accepting document requests from outside
the library although there are more which accept no requests from
elsewhere than those who accept such requests either by phone or
written message.

Deiivery. Of those libraries which deliver documents in the col-
lection to the user, most deliver within the institution only.
The only exception within the five groups is Group IV. Of the
five iibraries in this group that deliver documents, three will
deliver ouiside the institution also.

Reservations. All but one of the libraries allow their users to
reserve materials not immediately available.

Use of serials and non-serials. Circulation and use of serials
ii,» hospital libraries is most often quite liberal for those

persons affiliated with the institution. Since facsimile copying
is not practical for monographs, most of the libraries circulate

their non-serials without restriction.

Number of documents borrowed and duration of loans. The number

of documents borrowed by affiliated users is usually not limited.
The duration of loans from the majority of the libraries is for

a specified period and the documents are not recallable except in
emergencies. Five libraries in Group | and three in Group |11 have
no restrictions. None of the other libraries offer this degree of
service to borrowers.

Renewal. There are two libraries that do not renew loans for
physicians, one is in Group | and the other in Group V. Six li-
braries renew loans only at the library and 26 renew from else-
where also.

Return. The majority of libraries ask that books be returned only
to where borrowed, but they can be deposited at any hour. Few
allow returns in other ways also.

Facsimile copying. Facsimile copies are obtainable in all but six
of the institutions visited. Only three libraries limit copying
to self-service. The rest offer the user either mediated cocpying
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or a choice of self- or mediated-service. Most of the
libraries accept copying requests from outside the 1i-
brary, either by phone or written message. A large
majority indicated there are no charges for either self
or mediated copying service. Seventeen do not charge
for self-service. Twenty-three do not charge for
mediated-service. The following list shows the kind of
copying machines used by libraries in each group. Of
the six libraries that offer no copying service, two
allow unrestricted circulation of serials to attending
physicians, and one allows no circulation. The latter
library is for use only by physicians and department
heads and is accessible to them through the doctors'

lounge at any time. It is supported by the physicians
and is quite small.

B. Documents Not in the Collection

15 & 16.

b ‘
. .

Types of service and charges for iLL borrowing. Eighty-
five percent of the libraries offer unlimited service in
obtaining documents that are not in the collection, and
this service usually extends to all users affiliated with
the institution. Four libraries limit this service by
type and/or subject of document requested.

Routing serial titles. The routing of serials on request

is not a wide-spread service. Only 15 libraries provids

such service to physicians. Twenty-six provide no such service.
Nine reported that the request had never been made.

It. Reference Services

g A. Verifying Citations

18.

19 & 20.

With document request. Thirty-five libraries automatically
attempt to verify poor citations for ohysicians when a
document request is involved. Relatively few libraries .
reject a poor citation for a document request before attempt-
ing to verify it. Only three librarians said the problem
rarely, if ever, comes up.

Without document request. When a document request is not
involved, 11 libraries offer only self-service (with guidance)
verification, Twenty~six libraries offer a choice to
physicians of self-service or mediated-service with no
limitations. Eight libraries have never had the problem

come up, and these are nearly evenly distributed in the first
three groups. Of the libraries that will verify citations,
more than half will accept requests when the user is away
from the library, :
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4 Facsimile Copying Facilities Available '
In the 42 Libraries _ ]

j

No. of Libraries ]

Machine Group | | Group 11| Group 111 |Group IV |Group V |

Verifax | ] | | %
A-B Dick ] |

3=M Dry
Photocopier | 1 ]

Smith Copies | .
| SCM 33 ' _ .

Superstat ]
Ultre 400778 : ] f

| BM _ ! | ,
ABCO Copying - ;
Machine | ]

Royfax
Book Copier S 1

Xerox 720 1 . ]
Xerox 813 ‘ ]
Xerox 914 __ 2 1
‘Xerox 1024 | | ]
Xerox 2400 | 2 L 3 5 1

N
£

] Xerox 3600 2 | | | I i

% Six of the 42 have no copying facilities.

Five libraries have access to more than one machine.

o i e s
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B. Subject References

21. Type & scope of service. Scope and type of subject refer-

ence service are noticeably related to the size of the col-
lection, library staff and institution., Of the 42 libraries,
a total of 23 do not initiate MEDLARS searches, and 10 of
these are in Group |I. Four in Group | said the request for
subject searches has rarely, if ever, come up. Except in j
Group |, which shows an emphasis on self-service with guid~- ‘
ance oniy, the range of service in subject searches is
heaviest for mediated quick (sample) searches, with the
larger libraries expanding their scope to include exhaustive
lists also. Only six offer to supply critical lists also,
and these are some of the larger libraries.

22. Screening aids. Over 90% in all groups do not provide
screening aids. Only two in Group Il and one in Group |V
said they did supply aids.

23. Requests for lists of subject citations. Requests for
subject searches and screening aids are inostly accepted from i
outside the iibrary (i.e., by phone or written message) though '
in Group | five libraries accept such requests only at the 1i-
brary.

C. Alerting Services

24-26. General, subject- or group-specific, individual-specific.
Nearly half of the libraries have no alerting service out-
side of ''current! shelves. The other half offer only acqui-
sition lists as an alerting service. These lists are often
only posted in the library and, in some cases, in the doctors'
lounge. Others publish frequent lists in the house organ.
More than 70% of the libraries do not provide any alerting
services for specific subject areas or groups of users. More
than half do not provide any individual-specific alerting
services.

27. Utilization of external resources. !n more than half of the
libraries, utilization of external resources is by referral
only. Only six libraries actually act as the user's direct
agent in obtaining a screening aid, subject search, or an
alerting service.

I11. Information Services

28. Scope and type of service. In Group |, nine of the libraries

provide simple facts and guidance only; one library has no
reference collection, therefoire the question did not apply.
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In each of the other groups the policies cover simple
. facts and guidance only (52%) or simple summaries also
Y (38%) . Only three offer to locate complex facts; one
of these is in Group Il and two are in Group 1V. None
of the libraries offer to do state-of~the-art reviews.

29 & 30. Requests and utilization of external resources. More
than three-forths of the libraries will accept requests
from their clientele for information from outside the
library. Of the six libraries that accept requests only
at the library, one is in Group V, three are in Group |,
and one is in each of Groups Il and 11l. More than three-
forths of the libraries will also act as the user's direct
agent in obtaining information. This usually consists of
calling other libraries in the local area that might have
the information.

IV. Other Services

A. Adjunct Services

31. Help with user's systems. When help is requested with
user's systems, most of the librarians offer suggestions
only. Only one librarian reported having devised a
method of organization to help users set up their own system.

p 32 & 33. User work space and work space allocation. Two libraries
3 provide user work space only for work that cannot be done
elsewhei'e. These are in Group | and both are quite small,
g with very little space available within the library. Four
] of the Group | libraries have no seating space available
for users. Those libraries that do have user-space usually
] place no restriction on the types of work the user does in
] the library. Some of the other types of activity include
personal reading, studying, meetings, working on reports
1 and charts, and sleeping. Very few of the libraries offer
: temporary or permanent work space allocation to the user. .
1 Only one (in Group 111) offers ''permanent' space to af-
1 filiated users. Five (three in Group IV, two in Group V)
offer temporary work space.

B. Special Services

34. Translation. Most of the libraries either offer no trans- !
%- ‘ lation services or simply search for and obtain existing

S translations upon request. Eighteen replied that the request
: had never been made. Many said that when there was a need
for translating, the user (or the librarian) found someone

: on the hospital staff to do the translating. However, most
v users seem to prefer English langquage material and shy away ;
ﬁ from other languages. Only five of the libraries offer both 4
quick translation by the library staff and searches for exist- 4
ing long translations., These are all among the larger 1i- ]
braries, in Groups IV and V. ]
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35.

36.

37.
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Non-print services. Forty-five percent of the libraries

provide no non-print services. Group | has only one li-
brary with any such services, and it has audio digest
tapes that circulate and a recorder that does not circulate,
The other groups have more libraries with non-print services.
In Group IV four libraries offer no such services, two have
and allow circulation, and four libraries also provide other
services concerned with non-print media, such as production
and loan of equipment (particularly the latter). In Group V
one library provides no services, and one provides all levels
of non-print services.

Editing. A relatively small number of libraries offer any
editing service. Seven offer bibliographic styling as the
oniy editing service to physicians, and only four do other
things, such as type or edit manuscripts.

Additional services. The following 15 services were reported
by the interviewees and were not included by the questionnaire:

No. of % of
Libraries Libraries

Handle personal bindery and/or book
orders for users 15 36
Maintain bibliography of citations of

users' publications 11 26
Maintain file of articles by users 7 17
Maintain pamphlet and adverse drug

reaction files 6 14
Order films and slides, or rent them 5 12
Maintain file of previously compiled

bibliographies 3 7
Order reprints 2 5
Send our requested reprlnts of articles

by staff members 2 5
Maintain pamphlet file of historical

material concerning the institution | 2
Lecture students on use of library ] 2
Maintain file of current journal article

citations, by subject ] 2
Type simple letters for physicians 1 2
Prepare biographical sketches of speakers

for use of staff member who are to

introduce them 1 2
Type manuscripts for physncnans, interns

and residents | 2

Maintain reprint collection of journal
articles with subject classification
of 500 headings 1 2

A,
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SUMMARY AND CONCLUSIONS

From data of the interviews taken at the libraries under study,
some general statements can be made which probably can be applied to a
similar sample of hospita! libraries in other areas of the nation. Because
such a large segment of those in the health care field work in hospitals,
the hospital library bacomes an important access point for obtaining
information needed to provide the best health care. |In providing this
information, there are many services, several of which are discussed below,
that are important functions of a hospital library. In the following
discussion, the statements made are an attempt to relate a ''sense'' of the
relative importance conveyed by the 42 librarians for the separate services.

Document Services

Choice of self- or mediated-service irn obtaining documents in the
collection is offered in 91% of the libraries. Ninety-five percent permit
reservation of documents which are not immediately available for use.
Circulation is liberal for both serials and non-serials, 83% placing few
restrictions, if any, for physicians. These services are basic in provid-
ing users access to materials, and should be as liberal as possible in all
libraries to all users. Circulation especially should be liberal unless
there is a compensatory service such as facsimile copying. The number of
documents that may be used at one time should be limited as little as
possible, and 93% of the libraries foliow this policy. A specified loan
period, during which the documents are not recallable (excepting emergencies)
should be a minimum service, and 71% of the libraries provide this. In
76% of the libraries renewals are allowed. This is an important aspect of
using materials and should be allowed whenever possible. |In institutions
that have night shifts, and in which the library is not open 24 hours a day,
there should be provision for returning books at any hour. Considering the
increasing need and/or demand for interlibrary loan, it is becoming more
important to have a faster means of access to documents needed by affiliated
users as weli as those of other institutions. One method is to have copying
facilities available. Only 14% of the libraries surveyed do not have copy-
! ing facilities available. 1In providing access to information, carefu!

i consideration should be given before limiting service for obtaining docu-

! ments that are not in the collection, particularly if the user has no other
source to which to turn. Eighty-five percent of the libraries have no
limitations on this service.

One is impressed with the effort to give the greatest services
] possible. The distribution of depth of service by size of library is rather
1 even, therefore except for the availability of more material in the larger
: libraries, the size of the library is not the most important factor in
i document services. The only time size seems to be significant is with
regard to duration of loans. Half of the small libraries (Group |) have
no restrictions while the larger ones do. Apparently the smaller the :
institution, the easier it is to keep track of the documents. In most }
cases policies are one of two extremes, either that of providing a minimum 1
] or a maximum amount of service. Usually a library will go as far as 3
. possible in giving service to its own clientele.
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Reference Services

There is not as great an effort toward providing in-depth
reference service as in document services. While 83% will verify document-
request citations for physicians, only 62% will do the same for citations
not concerned with a document request. The smaller libraries less frequent-
ly have policies of in-depth verification than larger libraries, so size
of the library and staff may have a beariing on whether the service is offer-
ed. Size may also have a bearing on whether the user would feel it worth
while to ask for the service. The range of policies is wide for subject
searches. Nineteen percent will do exhaustive lists for physicians, and
this decreases to 4% for allied health professionals. Only 14% will do
critical lists for physicians. The larger libraries more often offer
exhaustive and critical lists than the small libraries. Many librarians
in the smaller institutions reported that such requests either were seldom
made by the users, or could not be handled due to the limitations of refer-
ence tools. Many also said their users (physicians especially) had access
to larger libraries and did not need as much detailed service as they might
otherwise. |t should be noted here that many librarians reported that they
could offer the more in-depth services only so long as demand was not too
heavy. If the staff can possibly handle the work, it is desirable that a
library strive to offer a minimum of mediated quick (sample) lists to those
who need them. This implies having an adequate reference (index and
abstract) collection.

Only 7% of the libraries offer screening aids, and most of these
added that it is done infrequently. Apparently this is not considered a
necessary service even by the larger libraries, which suggests also that
there is either not enough staff time to do the work, or not encugh demand
to offer it. Alerting services are not available in 48% of the libraries,
while another 48% prepare only acquisition lists., |f a user wants an
alerting service he often must seek it outside the library. Many librarians
said they will informally notify an individual of a book or article he
would be interested in, but this is usually done sporadically and only for
those who are ''friends'' of the librarians. This is perhaps a natural
occurrence but it would be more beneficial to try to set up a regular
alerting service, at least for departinent, whenever staff can handle the
work .

Information Services

The majority of the libraries provide only simple facts and
guidance (many emphasize the guidance). No one offers to do state-of-the-
art reviews and only 7% will work with complex facts. They felt there
was not sufficient staff time to handle the more in-depth services. In
providing an "ideal" depth of service it would seem desirable to provide
complex facts and perhaps even state-of-the-art reviews. Most of the li-
brarians interviewed felt they and their staffs were not qualified to evalu-
ate medical information and there fore leave this to the user. Also, for
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the user to make the best use of information it would seem logical for

him to examine all available information himself. Therefore, the most
realistic type of service would appear to be simple summaries. All li-
braries should have a collection suitable to meet the needs of the users

: for fact information. The majority of the !ibrarians provide direct-agent
k service in obtaining information unavailable in their own libraries. In

c the Detroit area this consists of calling another local library that is

' likely tc have the necessary resources. This is usually limited to simple
fact questions because of the policies of the libraries called upon.

Other Services

The adjunct services covered by the questionnaire are generally
not emphasized by the libraries visited. Although 17% stated that they
will help the user set up a system of organization for his personal library,
apparently the request is seldom made unless the user and librarian are
friends. Only one librarian reported having devised a method of organi-
zation to help the user. This service does not seem as important as those
concerning access to information. A librarian should be able to give a
4 user an idea of various methods of organization but to do the work of
] setting up a system for the user would take up valuable time that would
" probably be better spent on improving reference and information services.

As a rule there are not many restrictions on what the user may do
in the libraries, as long as there is adequate seating space for those who
: must use library materials there. Very few libraries have facilities for
{ temporary or permanent work space allocations, though several have a few
carrels that are used on a first-come basis. |In an institution where much
4 research is done, it would be best to have adequate carrel allocations for
1 as long as needed, unless the users have convenient facilities elsewhere.
E In small libraries this would be .an added expense which, though work space ”
] is desirable, would perhaps be better applied to improving the collection '
and other services. However, some kind of work space should be available
n all libraries so users do not have to spend vaiuable time traveling to
and from their offices. Again, the ideal type of work space must depend

1 on the needs of the users.

; Translation services are not offered by 48% of the libraries.
Only 12% will do quick translations or search for and obtain existing long
translations. Many librarians mentioned that usually the user does not
want to be bothered with anything not already in English. Also, if a

1 translation is needed, there is often someone on the staff of the insti-

1 tution who can provide it. With the increasing amount of biomedical A
information being published in practically all languages, each library 1
should provide quick translations. |If this is not feasible, a library
should at least locate and obtain existing translations. This requires a
knowledge of local and national sources of translating services.

Non-print services are not available in 45% of the libraries. The |
smaller libraries are less likely to provide them, but the level of service ]
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in this area seems to depend on the institution, whether there is an
A-V department outside the library and the time available among the
library staff. The non-print media provided includes the following:
1 audio digest tapes, slides, records, transparencies, plastic models,
' photographs, single-concept films, microfilm, closed-circuit T.V.,
educational tapes, film strips, films, overhead projectors, a movie
camera, and any equipment needed for their use. The most common of
these are the audio-digest tapes. Non-print services are becoming more
popular as learning devices but the importance of maintaining them in
a library is debatable. Criteria for inclusion would be needs of the
users, budget, and staff time, as well as space for storage and use.

Only a small percentage of the libraries offer any editing
service, which frequently consists only of bibliographic styling. While
; a librarian should have knowledge of bibliographic styling it is perhaps
less important to offer this service than it is to provide access to
information. In most of the libraries there is not sufficient staff
time available to do editing.

1 Additional services, not covered in the questionnaire are ?
varied (see list on p. 10). At least one or two extra services are

! offered by 57% of the libraries, geared to the special needs of the users. i
. it is important for each library to strive to meet these special needs ]
3 by creating services such as maintenance of bibliographies and files of
users'! articles. A resourceful librarian can create services that become
so popular the users quickly look on them as a necessity. The librarian
should also be willing to expand service policies to meet current needs
expressed by the users themselves.

g B o

There are several factors that appear to influence the quality
or availability of user-services:

1. Size. Size of collection and staff would be expected to be
a determining factor in degree of service offered. It is to a certain
extent, but service seems to depend more on the demands of the institution
(users) and on the personal attitude of the librarian than on the size
of the collection or staff. A small staff is more limited by time and
3 .budget, and a large collection facilitates greater access to information,
3 but frequently large libraries report they are swamped with work and can 1
5 not afford to spend time on in-depth services. It is often the smaller
4 library, with fewer users, that gives more personal, time-consuming 3
| service. Many of the librarians also mentioned that even though many
services were ''available'", they could only continue a liberal policy as
long as demand for these services was light.

2. User-attitudes. |In visiting the various libraries and frequent- ;
ly seeing part of the institutions and meeting users, it became clear that i
users' attitudes are important in developing library services. When a li-
brary received the interest and support of the users, it is usually a grow-
ing facility offering more services and having these services used by
large numbers of the user population. The reverse is also true. When
the librarian is interested and willing to give extra service and not wait 4
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for a demand to arise, the availability of a service that proves useful

will promote support from users. The greatest services are available to
physicians and administration, with residents a:d interns receiving much
consideration. The allied health professionals receive considerable

service but students are frequently given only guidance and allowed to

use materials only in the library. |f they are affiliated for a length

of time with the institution they sometimes have more privileges, but it

is generally felt that students have access to their own institution's
libraries and should use those first. Many librarians try to maintain

equal policies for their users as long as the demand can be met adequate-
ly. However, service for physicians, residents and interns is usually

given first consideration. Very few libraries have specific policies to
cover the various services and types of users. Frequently a decision to give
a particular service is a subjective one, depending on who wants it, and the
situation at the moment.

Conclusions

A Y
In conclusion, this study has shown what user services are avail-
able in 42 Detroit area biomedical libraries and which categories of users
receive them, 1|t has also shown that services vary in type and degree.
Before a concerted effort can be made to equalize services to ail users in
all hospitals, it is first necessary to answer the following questions:

1. What measure can lbe formulated to determine which services
should have priority so the majorit, of the biomedical
community has equal access to these services, e.g., a
rating scale could be'devised by librarians in the insti-
tutions involved regarding service prioritiese—.

2. Does the administrative structure and the medical hier-
archy of each institution allow for equalization of
services to all types of users? Does it also provide
for interinstitutiona! relationships that will lead to
equalization of services for the total biomedical
community?

3. When a library will go "as far as possible' in giving
service to the user, how far is this, in terms of time
spent in giving the service and in depth of service, e.g.,
how many citations will be compiled for a subject search;
how many minutes or hours per week will be spent on subject
searches?

L, 1s there a correlation between an institution's population
and the number and type of services offered in the library?

5. Do written or oral policies, or the lack of them, affect
the level of service in a library?
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6. Is it feasible for several small institutions to
support an extensive library housed in one of the
' institutions with a supplementary collection and
quick reference service to be maintained in each
institution?

7. What part, in terms of staff time, budget, and total
service does photoduplication service play, e.g., how

1 many people on the staff operate the machine(s); how

much time is spent rendering this service, are the

facilities in the library, and is the cost a part of

; the library's budget; how large a part do the copying

. services play in the library's interlibrary loan

S services? |f the machines are not in the library,

how readily can they be used for library purposes?

These questions can be answered if individual librarians are
willing to help in providing more objective data. If each is willing to
use the questionnaire of this study in a self-analysis so that each is
thoroughly aware of the policies and problems that may exist, and if each
is willing to collect the quantitative data concerning time spent in
providing service, a means for creating a working mechanism resulting
in services more accessible to the entire biomedical community and at the
same time establishing quality control with regard to these services may
be provided.
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% Table | (cont'd)

? (a) Available if needed

gi (b) Library trainee

; (c) Average

% (d) Student assistant

.; (e) Medical Records Department staff as needed

?; (f) Volunteers

i w Code for User Categories %

é 1. Physicians and Administration %

] 2. Allied Health Professionals ;
3. Residents and Interns 3

: L. Residents only é

. 5. Medical and Nursing Students é

B 6. Wayne and other students | E
7. Other (such as General Public, f

1 High School Students, Parents) i
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Table 11|

Quantitative Summary of Responses of 42 Libraries

To Policy Questionnaire

LEGEND

The phrases on the left of each page show the subject of each
question in the questionnaire, and the possible answers.

The large Roman numerals over each of the first five columns
represent the five groups of libraries. The divisions were made as follows:

Group | 0-50 journals
Group |1 51-105 journals
Group 111 106-180 journals
Group |V 181-500 journals
Group V 500+ journals

The Total column shows the number of libraries out of the 42 used
in the study that give each service to each type of user.

The Percentage column shows the percentages of the total number of
libraries to give each service to each type of user.

The Arabic numbers above each column represent the types of users
served by each group of libraries. The code for this is:

No. Type of User No. of Lib. % of Lib.
1 Attending physicians and administration L2 100
2 Allied health professions 39 93

Residents and Interns 27 6L
Residents only 6 14
5 Medical and nursing students 10 24
& Wayne and other students 10 24

Recorded below each policy unit indicates the number of libraries to
which the policy did not apply.

Recorded below each policy unit indicates the number of libraries for
which the request for service rarely, if ever, is made.
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‘Table |V

SUMMARY DATA FROM 4O INTERVIEWS

The following five pages contain a four-column chart of data
summarizing the answers to the questionnaire. The fifth group was
left out because it includes only two libraries, while the other groups
each include ten libraries. The verbal summaries which follow are made
from the services to physicians and administrators, as these users are
served by each library. Many libraries try to give equal service to
all categories of users, but the physicians are usually given preference
when the need arises.

The following summaries are presented in columns so that a
reader interested in just one group (size) of libraries, can follow down
one set of information. Or if he wishes to make comparisons with other
groups, it can be done by referring to corresponding numbers in other
group columns. '
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APPENDIX |

THE QUESTIONNAIRE

The basic tool of the investigation was a questionnaire developed
by the Institute for Advancement of Medical Communication, directed by
Richard H. Orr, and sponsored in part by the U.S. Public Health Service.
The questionnaire was originally devised for use by academic medical 1i=-
braries, and was tested in the spring of 1968. Modifications were made so
that it might be used for a similar study of hospital libraries, and the
modified tool was used in this study,

The questionnaire lends itself very well to oral interviews in
which the interviewee does not see the questions asked. The questions are
structured in a step~by~step manner, so that the answers showing the least
amount of service appear first on the answer sheet. For instance, from a
question providing alternatives a,b, and c specifying degrees of service,
"'e!' would include more service to the user than "a'',

There are frequently notes accompanying the questions to explain
to the interviewer just what information is being sought. The structure of
the questions makes recording the answers quite simple. The answer sheets
are separate from the questionnaire and space is allowed for adding notes
when the answer is more complicated than the ''yes' or ''no" called for.

The main problem discovered in interviewing was interpreting the
questions so that each librarian derived the same meaning from the question
and gave comparable answers. The terminalogy used in the tool was for the
most part easily understood by the participants. In some cases, however,
such terms as ''document', ''quick, exhaustive, and critical subject searches',
''simple summaries', and ''complex facts'' needed explanation. Few librarians
knew what half-tones were, in relation to facsimile copying. This should be
explained in a questionnaire compiled for self-use.

The question on types of service provided for supplying facsimile
copies (Section 11) should be expanded to include the model of copying
machine used. This information was obtained for the study and gives a
clearer picture of the kind of service available (i.e., the limitations of
the facilities).

After studying the additional services reported in question No.37,
(see list on p. 10 of paper) it appears that questions should be added to the
inventory concerning handling of personal bindery and for ordering books
for users, maintaining bibliograph and/or a file of users' publications.
The first service is given by 36% of the libraries interviewed and the
latter services are given by 26%.

As a whole, the questionnaire has proved a valuable method of
collecting data on available library user-services. |t covers the areas
of document services, reference and information services, and others, such
as non-print services, editing and translating. In the interviews,
questions were also asked concerning the number of journal titles received
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APPENDIX | (cont'd)

by gift and subscription, the librarian's direct Nsypervisor'' and the
type of library science training the librarian received, These questions
would not be necessary, perhaps, in self-evaluation, but for purposes of
conducting a similar survey, these questions could be incorporated in the
tool itself.

Use of the questionnaire for self-evaluation should be promoted
as a relatively simple and inexpensive method of securing data about one's
library. The data gathered in a self-study could be used as the basis
of a progress report in the development of a library, both for the li-
brarian and the administrator of the institution. The answer sheets can
be scanned quickly to note how often the library's policies fall into
the ''greatest degree of service' category. As each answer is evaluated,
one can determine whether more or less service is desirable and possible.
The questionnaire can also help determine which services should be added,
dropped, or improved, and those which should be emphasized in the budget.
"Tangible'' evidence of need for funds for improved services and suggestions
for funding new ones can be shown to administration, It would also serve
to show what services are already being offered; that is, where the current
budget is going. By including the staff in supplying answers to the
questions, they would be more aware of what the library's policies actually
are. |t would also be possible to use the questionnaire in user-education;
that is, in classes on library orientation to show the user what he can
expect from the library. By making him aware of services available, he
would be more likely to use these services. Librarians will more than
likely find other uses for the questionnaire determined by the unique needs
of their library and the institution it serves,

The following copy of the questionnaire is included with the
permission of Richard H. Orr, M.D., Director of the Institute for Advance-
ment of Medical Communication. The questionnaire may not be reproduced
in any form without permission from the Institute.
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ARBRENIATED THYERVIEY CULDE FOR_IRVENIORY OF HOSPITAL LYBRARY SERVICE POLIGLES

n i . L0¢ TEmein Ve

Preliminaries.

After cxplaining to the respondent the purpose and aim of the inventory,
the functional classification of library services used to structwre the
interviaw, and the forced-clioice method employed to ohtain compurable data,
complete the first 3 linas on page 1 of the Checklist: "Respondent” -- name
of person 1nterv10wed "Title" -- respondent's position in the Tibrary;
"Houvs of full servwces" -~ for each day of the weck, the hours during which
all services are avail*b]e. e.g., 9 to &; "Services cuiside these hours" --
specify any services the libravy offers at hours other than those of "full
service", such as, making the collection available to hospital staff on a
"self-service" basis at all hours, coin-opersted duplicating machines, etc.,

~~~~~

and give the hours whan each of the specified types of services is offeveu.

Next find out how the library categorizes 11 uvers. Threé byoad
categories accommnodate the types of "profc°s1ona1 users nost commonly served
by hosp1td1 libravies. (This inventory is not designed to cover services to

Yo ety

patients vieve the same 1ibravy serves both hospital staff a.d patients.)

[T e PR 2

The first 3 colum hnuoanus on the Checklist rcnvosoxu these broad

catogurias -~ "Attending ans1c|au'“ covers all physicians who have

hospiéal privileges including salaried paysicians nihen than residents and
intornsy "Allied Hezalth Prof." covers non-physician salaried staff who nced
scientific and technical information, for example, nurses, physical
therapists, dietitians, hospital administrators, technicians, etc.; and
"Residents and Interns.," If within any of these broad user categories, there
are one or more subgroups for which only a few po11c1es differ from the
policies applying to the category as a whole, it is not necessary or
desirable to set up additional user categories for such subgroups; rather,

any exceptions to the general policies for the given category should be rioted
in the space for "Exceptions and Information to be SpeciTied" as they come

up during the course of the interview. The opt1on of setting up an additional
user cateqory should be exercised onl" vhen, for the particular .
library, the number of users in the’ chOUQFy is sizeable and tth are part of
the 1ibrary's primary c11cntelc, i.e., the users vho are its primary respon-
sibility. For exniple, if the hosvital trains nursing studonts oy medical
students, or 'if it has a sizeable "research staff" and p011c1h° for such staff
differ materially from these for similarly trained individuals in other user
categories, thén such groups should be designated as additional user
categories. After "Other Categorics of Primary Clientele" on the fourth line,
2 blanks are provided to describe additional major user categories, if any;
thesc blanks are numbered #1 and #2 to key then to columns #1.-and #2.

E11c1t1nq dnd Recoiding Po]1c1ns

The "question trees" on the following pages 1nd1cate the "key" quest1ons
and the sequence in which they are to be asked; the trees also provide
.explicit instructions on how to record, on the Cheocklist, the yes-no
answers to the key questions plus any qupplemnnta.y information that is
required, The interview proper is divided into 37 sections, and there is a
question tree for each section.

, T ' ) '
. \ f ) Rl - 8 0 PR - = £ 2y o3 1 1 :
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The key questions are enclosed within oval outlines, togeiher with
parchihetical naterial consisting of definitions, exemples, and “"scope notes"
that can be used to auplify and clavify the question. Footnotes keyed to the
question are @lso used for this type of matevial. In the intevvicw, the key i
4 quastions should be put to the respondent verbatim; the eritical terms in |
i cach question arc underlined for cmphasis., If the question is not understood
in this Torm, it should be explained or paraphrascd, When it is nccessary to

; explain or restate onc of the key questions, carec nust be taken to make j
§ certein that the implications of a "yes" or "no" ansvor to the question have ;
; not been altered in the process. The rectangular boxes veprescnt (11 possihle 5

end points of thoe given question tree, and edch box is keyed to a rouin the |

corresponding scction of the Checklist. In a given question lree, the end ﬁ

1 points are mulually exclusive; therefore, one, and only one, of the end points f
] will be reached when the policy area covered by a quastion tree is explorad for

' a given category of users. This end point is recordaed by muking & in the
designated row of the Checklist. The boxes also contain "specify" instructions,
which imply supplementary questions; these supplementary quastions must be
improvisced., The "NOTE" found at the end of soma scctions gives brief
suggestions and reminders intended for the interviewer. The descriptive titles
inmediately under the number designation of each section are, likewise, intended
for the interviewer rather than the respondent,

On the Checklist, write into the space tc the right of ecach section any
noteworthy exceptions to the policies represented by the recoirded end point,
and whatcver supplementary inforimation is called for by the "specify"
instructions for that cnd point. One other piece of information should also
be recorded in this space. Whenever the respondent indicates. that the end
F point reached in the question tree represents what the policy would be if the
| matter should ever come up for decision in an actual case -- but that it hasn't
; as yet -- put & (T) (for "theoretical") alongside this section,

In an interview, first, follow the question trees for Sections (j) through

] 3 Jin sequence, eliciting the service policics for the "Attending PhySicians"

; | category of user, It will be helpful to substitute "a physician" for "the -
1 user" in phrasing the key questions; this will remind the respondent of a specific ;
] prototype in considering his answer. For each question, ‘record the end point :
% ) reached in the designated row of the “Attendina Physicians” columin, - TF tho ond ;

peint rcached cavries the instruction “skip to Section Uy omit the dintervening
sections but diraw a line down the middie of the"Attanding Physicians" colitn

for each of ‘the sections skippad. Second, go through the same sections for the s
"Aliied Health Prof." catigory and find out whether the policies for this 3
3 category are the same as those for "Attending Physicisns". Record each of the
i end points reached in the "Allicd Health Prof." column., Third, do the same for
the "Residents and Interns" catngory if the hospital participates in. training
residents or interns, and repecat the procadure for any additional categories
that have been set up. After policics for attending staff have been covered,

in going through the question trees again for each of the other user categories,
it should usually be possible to shorten the process of arriving at the correct
3 end point. If the end point for a given section happens to be the same for all
] user categories, it should nevertheless be recorded in each of the colunmns of
& “the Checklist. When these 3 sections have been covered for all user categories,
for each section there should be onn, and only one, check in cach column, with
the pozsible excention of Section (;5 which 1s"skipped" if corlain answers are
given in Section (2).. Tng same profadures should La followved for

Sections Qu}throu&h 5?2} except that it will prebably be better

to toho one section at & time and complete the coverege of all

user categories before procecding to the next sectiun,

;7/25/68 ' | (:) Institute for Advancement of Medical Communication .
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seerion (D)

Means of Obtaininy Rocuments Uhen User is at Libravy

L N o e R IAL A ae ek X

When the user is at your libravy and wants a specific document, which

he knows to k2 in your coilGction, does he have the choice of either
getting it from the shelves himseif or of requesting that it be brought
from the shelves by staff? (Do not consider exceptions, but what -
paertains to the bulk of your collection.) : J,//

o R - ’ . 3
‘ J NO &/ms o
Is he permitted to go to the | Check (:) C, specify
shelves and get it himself? . unusual exceptions.
. ‘ -""’\YES .
A J MO Y S
Check (:) A | Check (i) B, specify unusual )
‘ exceptions

NOTE: Check (:) A only if post of the shelves ave c¢lesed to the given categury

of user, Checking (lj'ﬁ for a given uscr category indicates that the ~— - =
only way a user in that category can obtain most of documents in the f

Collection is by going to the shelves himself. Even where a self-service
only policy is followed, exceptions are commonly made for documents in
special locations (e.g., locked shelves) or in storage. It is not

necessary to note such exceptions when they are common to most libraries.

1
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SECT10 @

. - Requests for Documents Yhen User is Away from Library

RN TR O LE S RN I R PR LU R G PAORR IR R AR TR B ERA L it Ghin b >

lhen the user is away from your library, can he reduest that a dogument
from the collection be delivered to him? (Only requests directly from
individual users are to be considered here, not requests via another library.)

| \/“0 V ¥ES
Check @ A and skip Does the user customarily have the choice ’
to Section (4) » of requesting a document either by phone

or by a written message?
s o e v e e ENO o
( ~Are only phone requests accepted? ‘:>
J o \, ¥ES
[Check @8 | ~ | check @ ¢ |

s
Check @) D

- /25763 (C) Institute for Advancement of ltedical Communication, 1968 :
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SECTION

' D.w.v"ff..!‘r,u’f. ,{9.@.471 mants to Locations Q.i.e..t..::%.:? F‘:Z’....L.-.ilﬂ.?.’s.“.'.”.&i
3:, I“ dNInvory o. docuv nus from vov- co]]ori1on 10 ]HCm Lions c'l idlo thn ]1hrev ].u-.‘! \
1 only to facilitiecs that are pdrc of the parent in‘LILUL'(“. (OnTy delivery Ul!((tl”
] to 1nd|vad!\1s 1s to hn C0n91(6l0d here, not UO]IVOPV vin nn.ih?F 1lb1«PV )’ /
5 AN T R e & R G e e L e MY /t\« AN [ . . f o e

! - NO

| CUYES A
A 4 R Y] - .t ) T '" \‘ R L

3 - Check @ B, specity if Cu~c 5 Snecity i
1 e Tlens JoTiverad to Gsor's no delivary to ]OC:H i0ns

k. NN LR N ] . 4

1 - ]ho:c A, urf.(n R | 0uts1ﬁn ]1brarv ) L

L1 ) SO 6 YL S0 SIS it B o B AT A 1B e T e A‘ v\ w«\ . M. LTI LI T Lo LA TN Eho Tl ' e "- LR w Hivyodony -.n-u LU DL L I Y AR P AL L LD
'honu-‘nm--- -ty o 1 et N v e .- pester g '.' v Al P Y R A FURTAY AR N B B L e e e R R R L SEC PR R PP ]
- ~ T USECTION (/~)

‘Reservation angmyptifjggtign

e - -

.If the document” requested is out on loan. or is not 1mmed1dte1y ava11ab1e

; for other reasons, can the user ask that it be reserved for him when it
3 becomes ava11ab]e? (Th1s quest1on does not apony to dorwnents on reserve. )

\/ NO - . . \ \/yms -
3 K ' ) T peeeee e o e ‘
) check’ﬁ A Check k,)B‘

: - T sECTIoN (5)

Circulation of Serials ‘ g

7 | Are there any serials in your collection that the user cannot
! - { borrow for use 'cutside the library (other than refereﬂce tools
. '\ "and documents on reserve)? .

L . [ . | | \ YES
i , | check (:) c| Are all ser1als, both bound and

2 ' - = unbound, so restricted? ,
- o N0 W YES

’ Check @ 2 ‘ | check () A |

SECHON © - T ";.“_L — i

Circulation of MNon-serials

K__,"/

; Are thern any non- ser1a]s in your co]]ect1on that the user cannot
; borrow for use outside the 11brary (other than reference too]s. or
] reserve books)?

;. a 22T

| _ | _ \/NO ' | \YES
thheck ©s rcneck 6)A |

R L T L T TR TSR S R R LI b S BT B T I e O L L. L IR LT PRE PR Se PR Messe b ames y vy @r seme e 1 et amiR teese v
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| . 4o
L . SecTIoN ()

Number of Documents That can be Borrowed

e sl 1l 1 st d e bint @ € SHE ST SETT AT AT RN gy (AR AT L0 e Ll ey -o-\vmav-w-ﬂ-«_.;w-n g, e ey 7 SRS S e
Is there a limit either on the number of documents a user may check3ézzr\)
at éﬂ%éggégtifﬁfiwgr on Ehe total number he has qut on loanzuniwn- y
J Mo - JYES |

‘e l.

l check (DB.| |check "@ A, specify linits |

TSl s 08t W s - shtse “Tame Mirs s | O e

1 wemtam s N

R B
VP T AR T VIRAP 3 W1 620 ouhw R Gl st o MRS SRS BRSPS 4, poraron

[ERE= P T WY X Ty

SEcTION (8
Duration of Loans
Is there any restriction on how long the user can keep | docunents  without

renewal, provided he retains the required institutional affiliation? (This

question does not apply to reserve books or to documents obtained from other
libraries on I-L loan. The policy of recalling documents when they are needed
by another user should be considered one type of restriction.) y

% I

o \'Y'ES T
n N
ChECk‘<:>_D__ {Are’ documents. .loaned for some specified
|

il ey )y o

period of less than an academic year?

| o No . \ YES
| - | ) k(/_ . \§¢
Are‘documents~ subject to ‘Are “documénts subject to recall.'\

recall whenever requested ) within the specified loan period
by another user? « J\whenever requested by another user?

3
- o

| / N0 | YES ' | \/ NO \IYES
I£ v 2

—

TILT Check @ B | - check (® c, Check OM
E specify period specify period
T seenion (9

Renewal of Loans

S NATTSA WSS S0 Gae ¢ W SIENS : WAT

Is there any type ot document-for which loans are generally rene
that is, unless the given document is on reserve, pas been Porrowed '
from another library, or has been requested by another user ?

PURTN S ST L

: \Zﬁc) . \SfES . ;

wa b] e )\".\

Check (E)”ﬁ’ - In most cases, doés the user have to : 1
— bring the document back to library to ]
' renew a loan? | ;

'_ /NO \ YES

SN

l_ Check(:> B ' g

7190150
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Secrion Q)

Sy .. £ . ~
Rortura of 1Gans

Yust a1l documents be carr1od back to where tgg{;znrc cueglgq_ N
7 out bJ the u<or h1y§gjf (or by soroono ho vocru1ts$/
L/NO \, YES
3 'Check 0 C, spocify Is there any provision for ‘}
; otiier means of roturn, leaving documents at your |
e b e e library when it is closed?

A

e el RN T WSS P MBI VU AL RIS Y Y

‘ | . T JNO NEEE

'\\
Check @ A Check @ B
- SFCTO' @
1 '~MP°“ of %an1co Ptov ided for Supplying | ruc ;imile Copies
b ‘ 0o s ¢ BB PN 1 A -———— R e - sy
|
3 Does your Tibravy have nx fac1]1t1es that mdke it poss1b1e for the user \
to get a facsimile copy of @ document that 1s in your co]lect10n7 J)
VA L A, » A T B Tt /NO Ko &YI.‘S et
Check @‘ A and .. - 1s it poss1b1e for him to use at
skip to Section (ﬁ . least one of tne cop1ers h1msa]§?

.

NO- &] yr‘q

Check (fﬁ; C, ' : @ Can he a]so ask your library
specify eqp1nwnnt“4 staff to maPe & copy for h1m?

~_‘ o I/NB" | \ YES
‘ ‘Check (]D B, specify‘ Check (11 D, specify

] equipment, * _and skip equipment, ¥
1 x to Section {i3)

*
3 It is important to specify whether equipment capable of reproduc1ng
g half-tones and bound volumes is available.
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SECTION (12)

Requests for Facsinile fem::.»..

] ” “ T T e - N\

] ' Does the use:, or his repreqentat1ve, nave to be at your 11b dr/ to
- request that a COpj of a docure nt in xour collcct1on oe made for h1w

\ ' o \v--&.ﬂ- e AL AP AT # ,_,.- /No \ YBs
—a N . “ W by

- /' When he is not at your-library, _

3 must he submit the request in Check @ A
wvriting? —

VN R R

1 Ny T A 7T

g erersra— e e e v e e ramitress s ittt
SECTION (15 5_n_<_1_v-u uo sraF-‘<..w1n,(w’_v_1‘g:g )

Charges for oelf-scgyiq%igygjyg,

3 | <: Must any charges for self-service copying be paid ihmediate?y? _) o
3 B . NO | \MYES |

, ] Check (1) A,
Cneck(:) B, specify. specwfy ;narge& ‘
S ... ... | charges”and type. of g ;
' biiling .

2
A
4
bt
e
- - e
i
)
u b
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SECTION (4

o awmm wn e s®y ne

Charges, for Staff-nediated Copving

“Alhen copics of documents in your colleclion are made for the user by library staff, \\
must any charges be paid at the_time the copies arc requested or delivered? (Only

requests directly from individual users are to be considered here, not requests ,/

via another Tibrary. ) .

- )
,,,,w<..-...,.../

1) m—B) N AR IS P o W g S - et ww

(e . —v_t & - vt St mowien S 8 10 FPwE L

NO . - : YES
\!’ ' . e l .
' . \-! ..' i -

a1 i irean weete b

[ TRV PP TRV

Check B, specify
q!!.mtg.@.-s@\d fype_of .| check (D A

Billing,

NOTE: There may be scra circumstances under which staff-mediated copying is "free,
. that, is, all costs are charged against the library's general budget.

If SO.'C‘neck-Q@; B and specify these circumstances here,

. . . )
]
! - i R BT U AL A N ABRG sl e d D S NI T e KA AW n N
. i n 2 + i 3 k o (TN e Tyt YA, PYTRPIDT TRt YRR Y P o wh it A " W LEL G RPN (P A 20 )
e eat S AT MY LN e b .J.u.'.-h4"&%/..«.-3‘1.&..664»-&»M\fu-wumnmi uwu.:. S i xh " e’ e ensron o T 318 e ot PR o O o e NP IRTOR PRSP
ATy vty - 4o R

Wk WS
PP 10 PIL | h ap ST ol A T R | QISR M

- ‘ _secrion @5

Limitations on Providinq Docdmehts not in the Collection

If the user expresses a work-generated need for a document that is not
in your collection, is 1ibrary action to obtain a copy for his use |
conditional upon.any of the following factors: type of document (serial,
technical report, thesis, etc.), subject of the document, or whether he
could obtain a copy himself from Tocal resources? (The qualification
Twork-generated" means the user needs the document for patient care,
teaching, class-work, rescarch, etc. This question is not concerned
with the factors determining whether the library buys the document or
borrows it instead, but only with the rules followed in deciding whether
the 1ibrary should take ggx.action to obtain a copy for his use.) |

\Z(NO ‘}uyms

Does your librery's decision to obtain a
copy for his use depend on. the type and/or
subject of the document? .

= | N . ’//NO | &}ES
e ¥ N

Check @) B, specify | \ Check QS) A
bases of decision. | L.
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SECTION (16

Charges foy Documents Obtained by I-L Loan

— L IR g 2t W - O el Foneset oy vidAl Saamal 3 LT N 2 LY

fr Are any of the charqes that may be made by the loaning librar R

<\ or any of the direct costs incurred by your 1ibrary in borrowing,
passed on to the user?

[
¢
.

. (1)

" o o -]——w . ‘ . .J, eae -
. _ wNO 2 YES --‘--‘-.n.“ .
Check lﬁ;fé. ' . . [ Are all such charges and direct, A
N ' costs passed on to the user? ) ,
Lo ‘/No, , \LYES | L
: Check @ B, ,Sp'ecify what Check 66) A
“ Charges are passed an, o

:
;
3

secTion @)

RoutingiSeria] Tities on Request

“Can the user request that all issues of a given."primany? serial
be routed to him routinely? (Abstracting/indexing and title-
1isting periodicals are considered "secondary" journals and are

not to be considered here)

v\LNO - \Lms

Check @A "~ | Check @) By’ specify any |
—— restricEions on titles, etc,

w1 P AL W Lt R o LT Nt U *pris g VAN DR ] my e T o e S g BB i, MRl IR VPR MR W oy LAl 48§ APee W e AN Sy e
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SECTION &) L5

“Verifying" Gitations of Requested Docurents

If the citation for a document requested proves to be incomplete,
ambiyuous, or incorrect,does your library routinely make an attempt

to identify the document wantcd before referring the citation back

to the user for correction? (This question applies only to citations

_that, on quick inspection, appear to be potentially identifiable -- .
not to citations so grossly inadequate it 1s obvious that identifica-

tion will be difficult or impossible.) '

——

J mo o Qs | ;
Check ﬁgj' A Check i@ B, specify limits on
. ‘ time spent before referring back
to user

sectIon (49

"Verifying" Citations Mlhen a Document Request is Hot Involved

r more citations be verified, completed, or corrected. will your library

((ﬁﬁen a document request is not involved, if the user requests that one—“\\)
0
\\g?dertake to do tnis for him as a regular service?  (This service does

not necessarily have to be free.) o R
| ino | \LYES
"Check QfD A_and skip { Are there any limitations (other
to Section (7)) : than charges) on this service? -
_ (/o E \LYES T
- " S - -
Check (@ Cy specify Chegk@ B, specify
gcharges, 1f any limits and charqes, if
‘ any
J U T N h.m“—-‘”l-w.mms.“E.ﬁTiéﬂ.- ‘@ : -
Requests for Citation "Verification" when User is Away from Library
When the user is not at your library, may he send
\ in citations for verification?
W YEs
NL A\ L
Check 12§ A Check €O B l
. .“\ .
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SECTION

fic St

Provision of Citations for Bocuncits, on Snaeifie Subjects.

-

If the user asks vaur staff to supply him with citations foar documents on @

spacific subject, i& their service limited to "guidance” and to Vinding "existing"
lists of citations on the subject that nave been compiled glsewhare, €.9.,
the bibliographies of review papers, etc.? (AT subject scarcies aGiively madiated
by your library should be considered, whether your library does the searches
or arranges to have them done, €.9., by MEDLARS.)

Ral Il

ﬁlqtﬂ';:.'.-:‘-.-mﬂm-z.-.'.m-amv-qu'.q—-«._o MO Bt s } sy
]

NO gyns
\/ B
Are quick subject scarches also performed lCheck @21 A
if the user indicates that he will be ! ! '

satisfied with a "sample" list of citations
that is, onc with some citations, =~
rather than "all" citations to the

subject? ’ |

ST WS AR P i VA s 1067 A P IUF S P

l : " !
L/ . \LYLS
TILT Are exhaustive lists of citations, also prepared
- as a reqular service of your library? iy
v{No

\lyns

PRSICUIRY Bt ST 2 TE T L g

' Checkf(?fD B, specify charges
for "saiiple" lists, jf any

“"1f requested, does the library also
undertake to evaluate the scientific
quality of documents' relevant to a

given query and provide a critical
list of citations as a regular service?

k{/ﬁb“ [ ves
. W

Checkl(éi: C, specify limitations on Check (gpi D, specify limitations on 13
providing exhaustive 1ists, whether providing exhaustive and critical lists, |]
requests for such 1ists are handled criteria used for guality. evaluation, ’
only by calling on MEDLARS, and and charges, if any

charges, if any

NOTE :

ramde 4

-yt

-~

T I

Here it is assumed that the 4 possible alternatives represent 4 proaressive
levels of service. It sesemed unlikély that.a:library. that does not provide
existing" and "sample" lists would provide "exhaustive" or "critical" lists,
, If this assumption does not hold for a particular library, this can be
handled by checking the highest level of service provided and specifying the
departure from this assumption, - A -

-
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SECTION €2

i . C Preparing "Screening Aids"

g STUPIN AL % 6,

/ MNay the user ask your library to prepare ‘aids”(such as, annotations,
" abstragts. subject indexes, or classifications) that will help him in
- screening a long list of references resulting from a subject search, or
an extensive published bibliography? (Locating published abstracts for
the documents referred to, and then arranging them for ease of use,
:~ constitutes preparation of a screening aid of one type; préparing new
abstracts is another type. Only reqular services should be considered.)

B

NNy

IR N “LNO' B - Jyms | .

‘Check @2 A | - | Check ‘€2 B, specify all types of aids

~ | prepared, limits on service, and charges,
if any

. X RIRTTT A ML PR VW WY ISR 2 Y Y

oy ¢ .~ Y - e » v =y . Y

L
1 weme—————~ . . . . . . . ve . . goom
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SECTION 2

V +

_Requests for Lists of Subject Citations

{ Can‘reqdéhts for a 1ist of citations on a spzcecific subject be'_f)
made only if the user (or his representative) is at your library?
At L, e s . e - . N . ‘14‘

3 g

E:
4 E
; e
: ]
{ . ¢ . . o
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S e [TPYTIRPI DA B TN v [P BISNOR R W e ke 88 e b maen ta i Rae bl e s . M 4
s Vo . . A
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1 | Check @3 B - Check @3 A
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| SECTION €4

L}

Provision_of "General" Alertina Services

3% e o) il U TR XA )

Besides maintaining"current sheives” for new books and new issues of
journals, does your library provide any “general" alerting services

to bring new publications to the atteation of the user ? (The
distinction between a “general” alerting service and the 2 other

-types of alerting service,which will be taken up later under the
categories of "subject- or group-specific" and "individual-specific"
services, is simple operationally -- if one "output" serves all users

and covers all subjects, it is a "general" service. "Subject- or group-
specific" services call attention to only those new publications that are
relevant to a specific subject, or to the common subject interests of a
specific_group of users, 'Individual-specific' services are tailor-made
to the special interests of each user. If your library distributes to
individual users a general alerting tool, such as Current Contents, this
should be considered as providing a general alerting service.

R - | \l/YiBS' o

Check @ A y l}oes your library periodically ydistribute'. to
the user a list of hew acquisiticens? .

o _NO lms - :

Does it empiloy some other .\ : — :
means of alerting the user Does it employ other means of alerting
to pew publications? the user to new publications? ‘

w//§6~~w7- YES | YO NI | ;
C \l' | Check @ B Check D, specify the means

TILT employed other than an acquisitions

Check @ C, specify . list,and charges, if any
the means employed, ot .
and charges, if any | b
‘ . . R R . .-.--‘--: LS , :
NOTE: It is assumed that 1ibrarigs maintain "current shelves.® 1f the ;
~ 1ibrary does not, check @ A anyway and specify this fact. ;
|
0°76/60

3 .
2

3 , 4

1 E MC ‘ ;
N

Aruntext provided by enic . EEN
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SECTION @D 49

Provision of "Subject- or Group-Specific” Alerting Services

‘

Besides providing guidance to the user in nis qfforts to maintqin current
“avaroness, docs your library provide any alerting services designed fogng' ,
specific subject areca or for a particular group of iis users, €.9., 3 cepart:

RS

SECTION 27) oy

Utilization.of .External Resources in Providing Citation Services

Sl T LY Rt ot 00, 71 XS i B2 10 O N E  E R R LU -

Where your library's own collection and personel are not adequate to meet the
user's need for a subject search, a screening aid, or an alertina service, does
your library customarily undertake to act as his "direct agent" in obtaining one
or more of those types of service -- in contrast to merely referving him to an
outside resource? (In a referral, a library's action is limited o suggesting
one or more outside resources the user can trv -- he must make the contact and”
- arrange for the service himself. In contrast, when a library acts as the user's
dircct agent; it comwmunicates his need and makes all necessary arvangements;
if there is a charge for the services, the library may or nav not abserd it.
Wlhen a library nediates a MEDLARS search for a user, it is acting as his dircct
agent; however, since MEDLARS searches have been covered earlier, they should
not be considered in answerina his question.)

o b e o et n @ emea S A ab St hi e
.
',ﬂ .
\'
:

P R L L PP - g e L N L LR TP S TR

R TRHTIEL TR B LA Tt
\?;' YES

..... O I L R I

.Check Q!) . | Check (??' B, specifv types of direct-agent :
(e service, limits on these services, and charqes, if any

1
B

i

4

et i research umit, etc.? (For the preseiit purposes, merely acquiring a copy \
of available subject - or arcup-spacific alevting tools, ¢.¢., the } -
recurrent bibliographies produced by MEDLARS, and similar tools.pvocuced by |
others, should not be considered to constitute an alerting service, But if :
your library calls such tools to the attention of the appropriate mnd1v1du§1§.
and sees that each'gets a copy if he is interested, this should be cons1derg 15.)
an alerting service -- even though your library does not itself produce the tools,)
U T :
Check A Check B, specify all services , .
Jand charges, if any oo |
SECTION (26 i
Provision of "Individual-Specific” Alerting Services ]
Aside from providing guidance to the user in his efforts to maintain i
current awareness, does your Iibrary provide any alerting services 3
specifically tailored to his individual interests? | L/
> Jo FE |
' - \V/ , L ) |
" ‘ Check A | 7 [check @D 8, specify all services |
‘ : —~ . -y} and charges, if any i
T - Lo ""':r":m::r:"’“"‘""”-““‘"“M"’;":‘;"'vﬁ"s‘ﬂ:t\':"?‘-}?*'ﬂ:..'v-'.‘T.:"‘" ;:"4":',-*‘-';5'5‘!‘” Mo bt --"‘-:;':“:.:i:-: f:
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Provision _of Answers and of Specific Piecas of inforiration

4

MMM SALY ) e Lrrew A o rey b

IT th* user Wuﬂt’ an answer to a Sp0c1f1c QUc L1c1 (n~ ashs for a spacific
picce of information, as contrasted to asking for citalions Lo duowsaty
; that may contain the information ho needs), is the soyvice provxcnd by your

library 11m1tnd to answering quaestions that involve ' s1vw1e facts” enly?
("Simple Tacts™ are isolated data that can be found by s1mp1e look-up in a
single standard reference tool, such as, a d1ractony, dictionary, almanac,

allas, handbook, textbook, etc.==in most cases the authority and currentnzss

of the source are tne critoria for aCCQPudb1]1ty In enswering this question
consider only reqular services.)

'J,'N o] — . 4}}'{'13’3'— """""" ..

Does your library also prov1de s1mp1c sunmaries" \\ Check ffﬂ} A, specify '
on request? ("Simple summaries" involve the \ | Jimits cn service and
collection and synthesis of simple facts from ! cnarae%. if any

myltiple sources, e.g., the proparat1on of a
‘short b1ograph1ca1 sLetch using several differont
supplementary sources

/ﬂo \3‘;

\ \
/ TILT | Does it also answer. questions that involve "complex facts"
1 - : (vhere data or information from different sources are . \
- , conflicting and it is necessary to compile, compare and '
1 g contrast)? .
{ ‘ ' NS
? Check (28) B, specify Are "state-of-the-art reviews" also prepared on
i limits on. d1fferent types request? (A "state-of-tne-art review" reguires
: of service and charges, synthesis of all information from the formal and
1 if any informal literature into a coherent, unified essay;
[ it may also involve critical Judgement and trans-
3 lation of fore1gn languanes)
:, - Check (§§} c, specify limits on Chnck \~:) D, specify 11mits on
- | different types of service, and different types of services,
1 charges, if any and charges, if any
% - NOTE: Here, as in Section QED progressive 1evels of service are assumed, If

the assumption does not hold for e particular library, the difficulty
; should be handled by cnecklng the highest level of service proviced and
i ‘ spec1fj1ng the departures from this assurption.
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Can the user roquest thoe ansuioy sopvices providod by your Tibvovy “\ |
(i.e., request answers to questions or specific nicces of information)

when he is away from your Tibrary ?

| 7 YES
[—FO \4 g

- 'y 8o SRS

- o -

I ) o

O

! Check 29: A ‘ .

§ - Check 29 B

J !

' = it T (R R R L RECTXTORRCOR S P NULT S AL IR PIRE T RTINS BY P eyt SR AN EL T SR A L R PY A L . R e AT DA UL A st wanp Ravets o b Araniyla ot v\-"“-':v"“
k t LT I M S S EEIL RN IR U LRI AT I B L it b b e o e Aty 0t e died e @ ole 8] 11 1OBEMIG AL IS4 <28 ieseb s [PV IY TV NP TIITTI XA RYRT I TEREELERAIL A S k) 08 o (TR K4 IS W ey WRAAT 1 ARG A s ¢ * - - :
] SECTION(30)

i Utilization of External Resources in Previding fnsvor Services |
‘: A rdiis s et o b venee g s obBeid 3 0 [P Re T T T TR L T PR RPN PR A R A R A A AL et aete Wt SO @ S e Pignae P e O S R ;
: Wlhen your library's own collection and personnel are not adequate to T

[ meet a user's need for answers to questions or for specific pieces of
- information, will it customarily undertake to act as his direct agent
; in obtaining one or more of these types of service, in contrast to

A nevely ﬁeferring him to an outside resource that can provide the needed ]

N ~yY o ?
. k]

., service! . ‘ ) | -~

N v e e EPELLATSMERITION 1 G TRIRYE 2,0 6 o M Bl SN P s AP AR ¢ AT 188 e E e WRSATIT a T LR R A e Jb‘m-'\'wlu‘-lu‘-vnl.'m.wimnwt.raw-mnﬂﬁv-.. .

o [} -
e -
YES
N s

1 T . a e S e s s i S
= | Chack @), A | - Check B, specify types of direct-agent
: ' ' service, limits on lhese scrvices, and

charges, if any - :

-
i s AP et 0N AR b 019 iy 0

e

' o (] e . (3 [ ] [ ]

| NOTE: Again, progressive levels of service are assumed since it seems unlikely
4 that a library with "direct-agent" services does not also, if the user

¥ ‘ prefers, merely refer him to an outside service.

LT .- e

inie | amigenayd 1 100 111 F@iva WD ity 1PAT8 bead thmm radeisr s b aerbaid 4T TR it A R R ST
oL rvaremare. % b SeS AL (S T LTINS | RTINS O 0 ALl P D T 0 Bt A OB AU e S S 1o smal

4 .
boew @ reent A AT AT G MRSt =ut M b et dumetde 0 e R T
Sl Akt o pmam !

" SECTION 31

Help with Users' "Systems”

M -
et ¢ 19 e 1936 MBS S iy | W1 18 A Ca gt S SdlE s @ By g S 8 3 S @ O 11 8 1 RO ey MO r—. o

{ If the user requests help in developing, organizing, or maintafniﬁé his

: personal library, files, or working collection: , your library limit
1 itself to providing ad hoc suggestions?
‘ YES

3 ./. -
/N0 - ' \ |
Check (ﬁ) 3] \ . | \"Check A 9:

e enmseiie® Al AL ey Eer e o e e o o5 | meren e

reen® ypPve Wi TWRIRE: N SRESmm SanBas 8l SN0 - .- tetem “ - 8 .
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Provisioﬁ of Hork Space for Users:

In you} 1ibrary, is the user expected not to. ‘occupy seatinglspace unless
he is doing work that cannot be done elsewhere (e.g., work requiring

non-circulating materials)? _ _ .
o \/NO' T\ ¥Bs
T ood . 4 — 1~
Is he also allowed, as a matter of Check (:) A
olicy, to do work that entails use

of library materials but could be
done elsewhere at his option?

'\/NO' , . | . \' YES
TILT| o As a matter\of_poliqx. is space also provided

Tor work and activities that do not entail use
of library materials or services?

I,

(o) Co I X’YES ' ,

|_Check @n B . Check @ C, specify types of nonlibrary-

dependent work and activities

sniry

= section @)

: Al]oéation of Work Sbace'j

“Does your library allccate work space to tne user on either a
temporary or a semipermanent basis? . (Temporary assigniients
include seat or table locations to be used as "addresses" for
messages or delivery of documents during the given library
visit, as well as assignments of a room for 2 single meeting
of a study group,) R

A/No S o YES

P

Check (3 A |  (1s a11_such allocation temporary? )
A NO ' "\ yes
\ ‘ \ 7
Check C. specify nature| Check @ B, specffy nature]
and limitations on more - | of 'tempOrary assignment
permanent space allocations . - ‘
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] ORI
* SECTION i
; Provision of Trenslations s
onz |
) Wnere thc user nﬂeds a ﬁgu1cl" trgnslat1on of a " wort" document in some

language commanded by your library staff, is the translation provided as a
regulay library service? (Here "quick" means within a few days

and "short" : ]
3 means a few pages at most., It is assumed that the need cannot 56 met by an b
] English abstract of the document, If a member of the Iibrary staff does

translating outside uork1ng hours as an "1ndependent contractor”, this sihould
not be conswdered a regular library serv1ce. “ﬂfz//

e : “ ’ﬂ““_ “ Y “ , ;y
Nhen “the user needs %dl tYPe of /4;0 Nhen the language is not comnandpd N o
. a translation, do library staff . by your staff, and in cases wher .

ordinarily conduct an_appro- & he needs a translaticn of a lo nger ]

AR A A T | et o TR B W DL IOl b U A @

; - priate search to locate any - : - document, do staff ordinarily conduct
] . existing translations and then _ an ggggggriate search to locate any
] obtain a copy if one is found? existing translations and then cbtain

(When speed is important,

a copy if one is found? (Vhen speed
telephone calls or telegrams

is important telephone calls or {

are "appropriate”. Ordinarily telegrams are "appropriate”. — Ordi-  f
. means that, given the user's narily means that, given the user's :
E _approval, it is regular practice,), . approval, it is renular practice y ‘_’,//4
| -/ vo \,’YES . J NO \LYES
‘ | f'". \ . s ‘--' 3
: C_heckl\{@ A J Check @ E-l : Check ;\ C Cneck.i\.@ DJ ]

7/26/68 ) :
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SECTION <35, ]
as 3
3
'

Non-print Services ]

' - a-
MR eB A I M SR AT Rt B Ao GLTIR (o B BB FEAR 1S Bt = BRI B S {4t 1 e rtes e ey 11

f Vi Lo v e e , et e et s Tttt 4 e -

- Doesyour library handle any non-print media, e.g., films, photographs, 1
audio tapes or discs, models, and computer tapes? ‘ 4
(M1cyqf0rm copies of written material, and computer tapes used-in ]

\providing library scrviccs, should not be considered.)
N et

3
B
§ T mmd B udiine T8 L tmantd fa b et i e o) 0ol it 0 e 11 A I P 0 LA e 0 0l et e e ookt i g wet a1/ b i P atie sl g 8 6 e bt e Gl s o8 R TTIMP PN WS 1O 7
3
4 N 0 ¢ Y E S g
g s ' . . 3
v Yo
'

.:-..... L PSRN 1 e e i TR R YA L SNRARAT S 5 A 4 pieh. 81 s e s o et e
Check (35 A
™

Can the userborrow these materials
for use outside the library?

o e .—F.x--\t\x:\m NI e, T T
0 ' \
k3 0

N -

______ I
e . - Iy
Check (ég) B, specify media f’Bbes.the library also provide gggggfs\
- services concerned with non-print
media, such as, production, loan of

| eauipment, etc.? ./
| - 4 \ YE ;

Check (35) C, specify media Check (g@ D, specify media, other 4
and charges, if any services, and charges, if any -

NOTE: If a library handles morc than onz :typr of nen~-print moterial, and
~one circulates but another does not, check 35) C or_ {(35) D ase ]
appropriate and specify the exceptions. ChecKking V" implies i

that the materials can be used at the library, that™fs, the 1
necessary equipment is available there. Specify if this is not 3

the case.

e - AT ) L LRI IGHT T T B e e s e WY L e i b Y It S ) PR S g o e . e P f
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%‘ secTioy (30
Editing Services
/ - e et aati "’“""""“"‘""":“‘ '“": e e --~-~4-~'~ Y O A A ~~.--:-- Worat sar e s e s ..._..,...,',._.,,,_,,,,,____,,..,,,____‘____'_______ ',_,~’N
1 ;71F the user needs editorial assistance with a manuscript for publication,
3 I does your library provice any type of service on a reqular basis? (Editing
] { library publications shculd not be considered here; nor snould editorial o
, work undertaken by library staff acting as "independent contractors" outside
'\ working hours, However, services vhere the library acts as the user's direct .
| agent, should be considered. as well as those where library staff performs !
] all the work: ' | | y
: N s . . TIPS 4 R
- o . , oo \(yss
- G T | : -
Check (3¢) A Are your reqular services limited to
5 - (:?ferr1ng the user to competent editors?
] ; YES
"l » - ,.-.ZN:O . \[
] ://is bibliographic styling of the user's manuscrggz\\\ Check /30 B
] g your only regular service? ("Bibliographic sty]ing"\ e
3 I -differs from "citation verification"; it involves -
] ‘\;iiijng that all citations are in the form i
1 specified by a journal or publisher.) ),,/)
' P LT L -.“.....-.--'--»- PORISRTRTFRIRARY. Wit -\u/---- Ve et ¥ ] .
| (I VAL .
7 l ' 20N
Check . 3 ), C P
j ~ ,ggj D, specify
1 Ls and charqes,
: et et ot '.'.",‘Z'."“.-’;';".ffi”..‘,QLTE?TIZTL""f"t"f’""‘fi"“‘.“i'.' ‘r“""' B SO A A S st RO
5 SECTION {37) | - S
i Additional Services
1 Does your library provide the individual user with any services that have
2 . . . . @ o-srstnre T, . . : : L
1 not been covered in this inventory? (ouch services might include illustra-
1 tion, maintaining a bibliography of the user's publications, etc. Services
1 to other libraries, and those that benefit the individual user only indirectly,
] should not be considered.) T
" T NOW o * | - YES
s [ Lk ) -
7N 37) 8. speci
L l Check (Q{) A l | . |Check '37) B, specify all
S e additional services

b 7/26/08
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_ . secrion (D)

. Means of Obtaining Documents lhen User is at Librany

Eer T R R R RN Ll

, when the user is at your 11brarv and wants a Sp0C1flc document, which

: f he knows to be in your collection, does he have the choice of either
~getting it from the.shelves h]mself or of requesting that it be brought
from the shelves by staff? (Do not consider exceptions, but wnat
pertains to the bulk of your col1ert10n.)

J NO T \/ms ‘ - ;
(1s he permitted to go to the) | Check (:) C, specify
| shelves and get it himself? : unusual exceptions i}
s ' b / " e \YES ’ . o
L \ .NO S o

exceptxons

CheckQ(:) A

Check (:) B, spec1fy unusual

NOTE: Check (:) A only if ost of the she]ves are c1oaed to the aiven cateqorg
of user, Ch""F1ng ) B for a given user category indicates that the
only way a user in tnat category can obtain most of documents in the
collection is by going to the shelves himself. Even whgre a self-service
n1x policy is followed, exceptions are cenmonly made for documents in
. special locations (e.g., locked shelves) or in storage. It is not
necessary to note such exceptions when they are common to most libraries.

| BN

——

© secTion @)

Requests fof Documents tlhen User is Awéy from Librahy

T S R R DT M S etV U LSRN S, TN or A 0 2\ in Biensf Mo BN AR WA PNBT] TR TTS

When the user is away from your library, can he request that a dOCument
from the collection be delivered to him? (Only requests directly from
individual users are to be considered here, not requests via another library.)

\/,NO ~ X/ YES

Check @ A and skip | Does the user customarily have the choice
to Section Ci) B of requesting a document either by phone

_ or by a written message? !
N ‘ — ' 4

/p&
(: Are only phone requests accepted’_;:) - - )&'YES
-~ " | Check @ D
J o \/ ¥es '
l Check @ B I _C“r;ectw C ’l

L7’°r’68 QE)Institute for Advancement of Medical Copmunication, 1968
] . o | ~

ERIC

} FullToxt Provided by Exic [N
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| SECNAN (@) Y
. Delivery of Daonmean ta Locations Ou19|dqjgﬂnwn“
3 LR S TR S e AT LT N LTS PHCHES PEC . PLEEE I AN (L RO A . SR gt R TRy hs B TOAR B AT e e § N E LR R

s de]wvory of documents from vour co]]uutuon to locations outs1dn the Yibrary ]1u1i&d‘\
.only. to facilities that arc part of the parent an%c1tutnon7 “(OnTy delivery dircctly
o 1nd1vwdun1s is to be conzidered hene, not delivery vwa another Jlibra arys )

T — ST «\ ki 'ﬁ&.' Wt t"‘ IR Gt Sl "‘"' L AL R AR x PN et U ~ , V KN .t T L il

' * : \\i ) c oy a b«:m‘ nn.u ; / "”:;': Sees \ \ e i )

w v, dTheek Y ccwf e T RS peETTY l -
R RACTE du11venec o dsars o om0 de1iVery to locations

Lt T

hone. 08, 0fFIC0, i loutside Yibrary 1
' ‘:’-T—" — - v.: - . e i s m AT L AT OO T IR PR 0-: w‘i:—::: ‘-;:n.i::;a:u:\:‘.::u : .‘*“T‘ “" e ‘“ ::u‘—-.m'r:::‘ ""‘"'"‘"‘“‘": ‘“” "“":: : ..--:.::.:\::::.w:
PN P ... . SECTION (O |
LALLM l) "‘ “w CYTE TN N Y B N " ' - “ " . . . .b ‘
.  Reservat ion and Notification .

-.- w-U-a nwunwﬁ-« A-wwvﬁwm\«nam‘:—-

R T

; “
1§ the” docunent requested is out on 10qn. or is not. 1nmod1ate]y ava*]ab]e fj

for other reasons, can the user ask that it be reserved for him when it
becomes avallab1e7 (Th1s qucst1on does not apolj to documents on re serv».L/

¢ W, Sy el v ry N "
- i
AP G e * ! . . .
. . [
.o M ~ . . L . N
: . ¥ ' . .I
. - AL A roe ' - . . .
I8 .
- £-‘. .C"- Al Y LR -.. L VLI, \"‘. o [t L AR R LI " R e e b e e
M L ow msiwo .
. . R e o4 - . s mabea wWe 4 mroegew el % A we it
‘\-—,.--—-.—-..-.q e s . '-' ‘-: S IR Ch ,"A'\ . > r .
) | 4 B
A ecL \fﬂ\ ‘ ChecL.
. ' “ -
)
g wenn wmeve : e & il R Eusd mmne, Sams A W ¢ 2 B4 1 AU TR o Tt WPl S
] T I ST PRV ) hm-."l“.m"it e VR, i RV R L Y] e Y S bl ot @ - :
p “' !.‘“‘ .;m.u.n'.\-rm-m oy, Moy > "\:.‘- A " an - e SV Lt i e 1L Lo A BABY b IV ST AR N o .'j
0
. .
-
* - b t N 5 " S[CT I 0!\! - -« )
. - ' B U B ) - . . \ .
N L L e LR L T L T LY * . % M
. . -
) ' e s v . - . ) A

i
!

P e e C1rcu1at1on of Serials | e

. , */ﬁAre there any serials in your collection ‘that the user _cannot
. ', i borrow for-use outside the library (other than reference too]s
: - and documenta .on reserve)7 T N

L i | check (5) ¢C Are all ser1als both bound and | j
. ‘ AR S . unbound SO restr1c»ed7 - "
P SN I ST S RTINS " | NG v - o
Tl .i.,.....-—---~, . Y e .'_‘-..3'.......':‘:7..-—. - N \'/NO o 3 L \! YES .. . - ' i

e as ..;.,__.‘..,‘_: = _ R R S D HE ISR ‘,,' o L 1' SR Che CP O B Ch&Ck @ A ‘ ‘ |
- o — . l " -
--SECTION @ R
oo : ' Circu]ation of Mon-serials C
s e : -2 )
o L A S ‘ ‘ Eoe ' '

L fAre” therd™ any non- ser1als in your “tollection that the user cannot
‘| borrow for use outside the 11brany (other than reference tools, or
reserve books)?

IV \ YES

4

-

'Chec" © B! T [ Check @A |

o o omecnrn

[
—es o o B0 - ——— g o= - -——
cmamew -t —— e maa A b - - -~ —— s - —— — [P N ———
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¢ : SECTION (Z) . ,

A

Number of Documents That can: be Borrowcd
. A1)

N .
e N . ¢

Is there a 11m1L either on the number of documents a user may checX out
at a single time, or on the tota] number he has out on 10en7 '

o .

w.,_.w.,,,;[; s
l ChGCk C:)B | - ltheck (:) Ay porlly ]1m1t~

e ettt My s m-. M-o -

LU ZEL] S T MTFY o nl! VIS TTU TR NS 0 #0020y P Pe WA AR AW Y N AT T AR WP IA S W mmrvm‘mwnq“ AW M Y TS (e N Sy o ~»~>

pres .,

anat

BT G m e mrti ety oy - -

v A TN PP 0 A.;.,... -_,., e i A e e " h v o s W
FIEY VN ) L] b BTN W, 0 " 23 () L vy, " v LN et st vand

L SECTION (8 o S

L Duration of Loans

ar

Is there anx_restr1ct1on on how 10ng the user can keep ! documents without
renewal, provided he retains the required 1ns+1tut1ona1 aff1]1at10n7 (This
question does not apply to reserve books or to documents: obtained from other
Vibraries on I-L loan. The policy of recalling documents when they are needed /o
hy ano»her user should be con51dered one type of restriction.) . ,4 L

b ——— e 970 e o0 8 -t e © 4 em .’ N AP )

&/NO | \YLS

'ﬁfAfe 'doc&munts ‘loaned for some spef1fted
period of Tess than an academic year?

L/NO \JYLS

Are " documents" subaect to ;‘IﬁFE“'ddEmnbntﬁ subject to recall
recall whenever requested

\
within thé specified loan period”
by another user’

ﬂ whenever requested by another user? /

| YES - ‘/ NO \ln:s
\ | .

L TILT Chieck , B| Check @_,C_,, Check @A
. s specify Beriod SPCC‘fy period

/

Renewa] of Loans

-—

T G 4B R e

Ts there a any type ot document for which loans are generally réﬁéuab]e,3
that is, unless the given decument is on reserve, has been borrowed
]fron another library, or has been requested by anotner user ?

s oy Pt - m® & 1

«No , YFES

LW 2 7L -y

Chéck A| | «"In most cases, dots the user have to
' | S ‘bring the document back to 11brarj to
‘renev a loan?

L 4 ~

/NO » .XJYI‘S

ot vy ar s

o] L i@ ¢ ] 3

- bt - oo 8 - & * - me
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Return of loans

)

OB LA 00 M S S L O Y

!

, ¢ i
o det-ma s O LA ) (Y e ¢ 4

Must all doc unents be carrled back to where tnev were checked
out bj the user himself (or by someone he recru1t9)7

¥
VR, 13 uu-‘..zsm\r“u mm i nm oy ey -n.--u-u.-m:ﬁ

tZno \, YiS

. [i'check (ﬁ) C, SpGC]fj Voo Ise thcre any provision for
| otiher means of returis . leaving documents at your
' * | R library when it is closed?

‘I‘l“
AT IR, AT B X AT 1, m;ﬂ-ﬂ e RO’ PVTATIEW MK, -Qﬂl’m’\“
\ : o \/No \ ,YEs |

| | | ' Check ‘ ‘Check ]0 B~I

-

AW LD Ay oo, oy r et e TR AT Jae urhﬂw

PLET AN L B PO

- ~-'---—-—'n---- i - hie
- -

£ BT WP DL T 7, S M A BN A BT TV P

- v

PO MRS BN TVOAE AR AN, VIR IR TR 4 0 NV Sat o P&‘I‘mt‘\h O N T e 2 C A i Ly
3 TPV
’ * N Coote ) v e -
SECTIOJ & B A
. M) .

, Typeq of Scrv1ce Prov1ded for Supp1y1nq Facs1m11e Copleo
Al L e e
|

(E.Does your. 11brary have any facilities that make it poss1b1e for the user

to get a racs1m11e copy of a documgnt that is in your co]]ect1on7 "i)
- /NO | - U\ ¥ES
Check CGD A and

skip to Section (E;

~1s it possible for him tc use at
least one of the copiers h1mse1f’

o | 'Nwllms T
_ : . )
Check @) € | |

| specity °qu1onaﬁt*

TIREA AW WL
-

. L e ltaand

o | \,YES ; I
| check - ) B, specify Check @ D, specify |
equipment, * _and skip

. qupment
to Section QED

’ " Can he also ask your library
_ staff to 0 make a’ copy for him?

It is 1mportant to Spec1fy whether equ1pment capable of reproduc1ng
half-tones and bound volumes is available.

o me/os




SECTION () , B

T . loqgests for Facsinile, Ccﬁwo“

e - pr Ay b Y VW .no«- ------

L]
L]

-
vvvvvvvv [ it A AR Lt S K e X d Lt Sy k) 2ol 2Tt s | [ XN gl Ml 16 AT

M»nvm w~~w ~! A e

Does the user, or his repre<entat1ve have to be at vour librawy to
request that a copy of a docunent 1n your co]]nctlon be mau~ for h1r
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Cnarqes for Se]f-serv1ce Ccn/1n

Must any charges for self-service copying be paid 1mmpd tely? .)
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Uhon copaos of docwients in your co]]ectlon are made for thc uscr by ]abrarv stn.z,
must any charges be paid at tho Limo the copics are requested or delivered? (Unly
requosLs directly from 1nd’v1dua] users are to be considered here, not requests
via_another Tibrary. | - |
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There ma/ bo some clrcumstances uncer whlch staff~med1ated copy1ng s "free
« that, is, ali costs are charged agaln t the library's general budget.

lf SO. Checl\Q B and srecn’y these circumstances here,
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L1m1tat1ons on Prov1d1nq Docum nts not in the Co]]ectlon '
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1f the user expresses a work-generated need for a document that is not
“4n your .collection, is library action to obtain a copy for his use )
conditional upon .any of the fo]]ow1ng factors: type of document (serial,
‘technical report, thesis, etc.), subject of the document, or whether he
could obtain a copy himself from local resources? (The qualification
Twork-generated" means the user needs the document for patient care,
teaching, class-work, research, etc. This question is not concerned
with the factors detern1n1ng whether the library buys the document or
borrows it instead, but only with the rules fellowed in deciding whether
the 1ibrary should take any actlon to obtaln a copy for his use, )
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,narqos for Documnnts Obta1ned by I-L Loan
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- Are any of the charges that may be made by the loan1nq library, o |
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?} o Can the user request that a]] issues of a given “"primary" serial :
E . be routed to him routinely? (Abstracting/indexing and title- :
- ..\ _listing periodicals are considered "secondarj" Jjournals and are ;
1 not to be considered here) | . ;
1 o T - ‘. B \Lyms- ”
check (37 °A ... | Check @ B, specify any ,_
1 : m—— restrictions on titles, etc. S
{ . ! —— T 1
A - AT ) o T s '3
*u 1o, SO0 o B ¢ VS o e Nt ok rdinab iyt ‘--a_m'&*!Ew;w"w-ﬂ'-‘{m:-r‘}—wﬂ'uﬂasqé.r\'«Zu:ir.'nt lvah\-'s-‘v:‘-'»".‘.ou‘b.s::-:'m'&'_-*,'
] 3
. £




e bt e e : a ’
{M-n-. e ety Fere e . *®

CSECTION 5D 63

: L]

"Verifying" .Citations of Requésted Docurents
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If the citation for a documcnt requested proves to be 1ncomp1ote,
ambiyucus, or incorrect,does your library routinely make an atlempt
- to identify the docuwﬂnt wanted before referring the citation back
to the uscr for correction? (This quéstion applies only to citations
_that, on qu1ck inspection, appear to be potentially identifiable --

not to citations so grossly inadequate it is obvious that 1denu1f1ca—
Jion will be difficult or impossible. ) |
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time spc nt fore referring back
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:“Verifying" Citations When a Document Request is ilot Involved L :
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: when a document request is not 1nvo]ved. if the user requests that one

. or more citations be ver1f1ed completed, or corrected. will your library
undertake to do tnhis for him as a regu]ar serv1ce7 (Th1s serv1ce does .
not necessar11y have to be free, ) P
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P g

.\!/NO

' ‘ YES | l
N/ e TR e T

Check @0 Bl

L A R L PP Y LR TR P Ak L SPe PR TN L 8 SZLET L LIl e A. LA AT A .‘ ST w, :' L et ’ -l I'x C A APT) T o MO P PP g @4 S W —p §
R R Y NP ﬂ-—- et B v u-v - @ - ..

Check (2 A

ST, ey LY o RIS e 4 F Ay e, e . o= -

LT R R R A L A T N R e T

Ccumm s o




SECTION ()

Provision of Citations for Documents on Specific Subjecis i
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_lf the user as L. your staff to supply him with c1ta11nnq for nocuments on a
spec1f1csubJeut, 1§ their service limited to "guidance" and to finding " x1st1ng

e e L ]

. lists of citations ‘on the subject that have been compiled elsewhare, €,9.,
the bibliographies of review papers, etc.? (A1l subject searcnes “Cgl!g)gﬂ@j&1ct ed

by your library should be considered, whethei your library does tne searcnes
or arranges to have them done, e. g., b/ MEDLAR% )
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Are quick subJect searches also performed
if the user indicates that he will be
at15f1ed w1th 3 "samp]e" ‘1st of citations
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? " ‘ as a reqular service of your library? C B
» M NO - YES |
- /, - ‘ .
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for "sample" 1lists, if any undertake, to evaluate the scientific ;
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Check‘@?i. C, specify limitations on ., Cherk (g] D, specify 11m1tat1ons on ﬁ
prov1d1ng exhaustive lists, whether prov1d1ng exhaustive and critical lists,
requests for such lists are nandied criteria used for guality eva]uat1on, !
only by calling on MEDLARS, and and charqes, if any
charg__. if any I I

NOTE: Here it is assumed that the 4 poss1b1e a1ternat1ves represent & proaressive
.- = levels of service. It seemed unlikely that .a:library. that does not provide
~ %existing" and "sample" lists would provide "exhaustive" or "critical" lists.
If this assumption does not hold for a particular library, this can be
handled by checking the hiaghest level of serv1ce prov1ded and spec1fy1ng tne
- departure from this assumption,
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1 May ‘the user ask your 11br ry to prcparc Yaids' "(such as, annotations,
g . 1bstraats. subgect indexes, " or classificaticns) that will help him in
] screening a long 1ist of references resulting frem @ subject search, or
x an extensive published b1b1109rapnv# (Locat1ng pub]lsned abstracts for
; the documents referred to, and then arranging them for eese of use
] constitutes preparation of a screening aid of cne type; preparing ne
1 abstracts is anothor type. Only reqular services should be considered.)
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- Requests for Lists of Subjiect Citations

'Can requés ts for a list of citations on a Sp“Cl.]C subject be ‘) R
\ made only if the user (or hms r=prasgntat1v,) is at your 11brary?
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Provision‘of "General" Alerting Services

‘types of a]ert1ng service,which will be taken up later under the

categorles of "subject- or group-specific" -and "individual-specific".

services, 1§ simple operationally -- if one "output" serves all users
and covers all subjects, it is a "general" service.
specific" services call attention to onl
relevant to a specific subject, or to the cosmon. subject interests of a

specific group of users, "Individual- specific

to the special interests of eacn user.
individual users a general a]ert1ng tool, such as Current Conbents. this
\ should be conSIdered as providing a genera] alerting service.
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Be51des ma1ntain1ng 'curvent shelves” for new books and rew issues of
‘journals, does your library provide any "gencral" alerting services
to bring new publications to the attention of the user ? (The
distinction between a "gencral" alerting service and the 2 other

"Subject- or group-
those new publications that are

services are tailor-made
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the user to new publications?
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.| Check D, specify the means
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Check @ C, Spec'ify

the means emnloyed,
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It is assumed that’ Tibravies maintain “currént shelves.”
o ]1brary does not, check A anyway and spec1fy this fact.

employea other than an acqu1s1t1ons

..; list,and charges, if any
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